
ORDER 
U.S. DEPARTMENT OF TRANSPORTATION 

FEDERAL AVIATION ADMINISTRATION 1350.20B 

SUN: MICROGRAPHICS / ELECTRONIC IMAGE MANAGEMENT PROGRAM 

1. PURPOSE. This order establishes procedures and assigns responsibilities for the effective management of micro- 
graphics and optical disk systems in FAA. 

2. DISTRIBUTION. This order is distributed to the division level in Washington, regions, and centers, and to all 
Records Management Officers. 

3. CANCELLATION. Order 1350.20A, Micrographics Management Program, dated December 12, 1981, is canceled. 

4. BACKGROUND. Recent advances in micrographics and optical disk technologies now provide atfractive alterna- 
tives to the printed page. These advances have been stimulated by the spiraling increases in the cost of postage and 
printing; the continued proliferation of paperwork; and the emergence of new automated relrieval methods. 

5. EXPLANATION OF CHANGES. This revision expands the agency's micrographics management program to in- 
clude optical disk systems. Also included are pertinent references to Federal regulations recently issued by General Serv- 
ices Administration (GSA) and National Archives and Records Administration (NARA). 

a. Micrographics is the technology which reduces any form of information to microform for later use. 

b. Microform is a general term for microimages recorded on film that includes microfiche, aperture cards, micro- 
film, and computer-Output-Microfiche (COM). 

c. Micrographic System is a configuration of equipment and procedures that utilizes microforms for the produc- 
tion, reproduction, viewing, or retrieval of required documentation. 

d. Micropublishing is the use of microforms in lieu of printed copy involving production of more than 250 dupli- 
cates from original microform. Administrative records converted to microforms are excluded. 

e. Optical Disk is a laser recorded medium that can electronically store up to 80,000 pages or images per disk in 
Write Once Read Many (WORM) format and up to 300,000 pages per disk for the Compact Disk-Read Only Memory 
(CD-ROM) type. 

f. Optical Disk System is a configuration of electronically connected equipment that scans, records, stores, re- 
trieves, and prints documents or images. 

7. FORM. FAA Form 1350-5, Micrographics/Elecwnic Image System Proposal, can be obtained from the FAA Mi- 
crographics Management Officer, AMS410, in the Office of Management Systems and from regional and center records 
officers. 
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8. AUTHORITY. Legal references and regulations governing the FAA Micrographics/Electronic Image Management 
?rogam are as follows: 

a. As provided in 44 U.S.C. Chapters 29 and 33, the Archivist of the United States is authorized to establish stand- 
ards for micrographic production and reproduction of records by Federal agencies with a view to disposal of the original 
records; and to establish uniform standards for the storage, use, and disposition of converted recards. 

b. Appendix 1, 36 CFR Part 1230. Micrographics; Subpart A, Standarch for the Creations of Microform Records; 
Subpart B - Standards for the Maintenance, Use, and Disposition of Microform Records., Subpart C - CenO.alized Micro- 
graphics Services. 

c. Appendix 2, 41 CFR Part 201-45.109. Micrographics Management; provides agency standards and guidelines for 
using micrographics technology in the creation, use, storage and retrieval of Federal records. 

d. Regulations of the Congressional Joint Committee on Printing (JCP) require FAA to obtain JCP approval of 
micropublishing activity and micropublishing equipment, and require FAA central coordination of such activity. 

9. OBJECTIVES. The objectives of the FAA Micrographics/Electionic Image Management Program are to: 

a. Promote the effective use of micrographics and optical disk equipment and services wherever practical and eco- 
nomical as part of the agency's printing, documentation, and information systems. 

b. Assure that all micrographic and optical disk systems are reviewed and approved prior to implementation. 

c. Assure standardization and compatibility among agency micrographics equipment and systems. 

10. RESPONSIBILITIES. 

a.  The Ofice of Management Systems is responsible for: 

(1) Issuing and maintaining agency standards and procedures for micrographic systems management. 

(2) Reviewing ongoing micrographic and optical disk systems periodically for conformance to established 
policies, procedures, and slandards. 

(3 )  Approving or disapproving all office and service feasibility studies for new micrographic and optical disk 
systems and applications. 

(4) . Approving or disapproving all office and service requests for micrographics and optical disk equipment 
and/or procurable services, excluding maintenance and supplies. 

(5) Developing and maintaining a complete and accurate inventory of all micrographics equipment and optical 
disk systems located throughout the agency. 

( 6 )  Providmg technical advice on available micrographic and optical disk equipment and assistance in design- 
ing and implementing approved systems. 

b. Offices, Services, Regions, and Centers are responsible for: 

(1) Procuring and maintaining micrographic and optical disk systems within their jurisdiction. It is suggested 
that blanket maintenance service contracts for equipment (fiche readers excluded) be obtained and monitored by the Ac- 
quisition and Materiel Service, the Logistics Divisions in the regions, or the Management Services Divisions in the cen- 
ters. 
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(2) Maintaining an accurate inventory of all micrographics equipment and optical disk systems located within 
their jurisdictions. The inventory shall include: type of equipment, name of manufacturer, model and seaial number, date 
of acquisition, location, and purchase or rental status. 

(3) Conducting a feasibility study in accordance with 41 CFR Part 201-45.109-4 for new or revised mimgra- 
phic systems assuring that applications conform to agency standards contained in Order 1350.21A, FAA Microform 
Standards and chapter 8 of Order 1350.14A, Records Management. 

(4) Requesting authority from the Office of Management Systems for proposed micrographic or optical disk 
systems that call for disposal of records after conversion. This authorization must be obtained prior to disposal of paper 
records. See chapter 8 of Order 1350.14A and appendix 2 for additional information and procedures. 

c. Offices and services shall submit all feasibility studies and requests for micrographic equipment or optical disk 
systems to the Office of Management Systems for final approval. 

d. Regional and center directors or their designees have the approval authority for all feasibility studies, microgra- 
phic equipment, and optical disk systems. It is suggested that the approval function be assigned to the Management Sys- 
tems Branch or Division in the regions or Management Services Division in the centers. A copy of all approved feasibili- 
ty studies shall be forwarded to the Office of Management Systems for information p~uposes. 

11. MICROGRAPHIC OR OPTICAL DISK SYSTEM APPROVAL. 

a. Feasibility Study. Each requesting organization shall be responsible for obtaining or conducting a feasibility 
study containing a costlbenefit analysis for optical disk and micrographic systems. Prior to any feasibility study, request- 
ing organizations shall contact the Office of Management Systems to determine if similar stuhes have been conducted. 
Those applications involving classified or "official use only" information must follow the provisions of Order 1600.2B, 
National Security Information, and Order 1600.15D, Control and Protection of "For Official Use Only" Information. 
Applications involving automatic data processing equipment, software, or services are governed by related ADP manage- 
ment directives. 

b. Advice and Assistance. Technical advice and assistance concerning micrographic and optical &sk technol- 
ogies are available from the Office of Management Systems, AMS-410. 

c. FAA Form 1350-5, Micrographics/Electronic Image System Proposal. This form shall be used as a guide in 
making studies and for requesting micrographic or optical disk system approvals. Supplies of these forms are available 
from AMS410, and from regional and center records officers. 

d. Review and Approval. 

(1) The regional or center director, or the director's designee, shall approve or disapprove all micrographic or 
optical disk system requests. 

(2) The Office of Management Systems shall review and approve or disapprove all office and service micro- 
graphic and optical disk system requests and shall obt2in necessary National Archives and Records Administration ap- 
proval for planned agency systems that call for d~~posal of the paper records after conversion. 

(3) All new requirements for micropublishing applications require the prior approval of the Joint Committee 
on Printing (JCP). The proposal stating these requirements shall be submitted to the Offce of Management Systems prior 
to final approval for transmittal to JCP through the Office of the Secretary of Transportation. 
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12. EXCEPTIONS. In the event of a micrographic or optical disk system outage which interrupts or delays produc- 
tion that is time-critical, the organization administratively responsible for the operation of the system may immediately 
initiate efforts to procure contractual production services on an interim basis for the duration of the outage. Under these 
circumstances, the feasibility study and prior approval requirements of this order are temporarily waived. 

13. MEMORANDUMS OF AGREEMENT. Memorandums of Agteement, supplementary to this order, may be en- 
tered into by the directors of affected offices, services, centers, or regions. Applicable policy, procedures, and operating 
pmctices to be utilized for a specific system shall be described in detail. Such Memorandums of Agreement metr also 
authorize contingency plans to be followed in event of critical systems outages. 

&dL c ael D. Sherwin 

Director of Management Systems 
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1350.20B 
Appendix 1 

APPENDIX 1 - 36 CFR, PART 1230 

Bec. 
1130.1 &ope of put. 
1280.1 Authority. 
1230.4 Dciinltlona 

1180.10 8torrpe. 
12S0.12 ImpedJon. 
1130.24 UK of microform records. 
1280.26 Dimomtion of microform reoorcb. 

Mp.r,c--C.nMb.d-- 

1230.50 BervIcea ~ ~ b l e .  
1230.62 Feea for aemlcea. 

A m o m  44 l7S.C. 2007. I1302 m d  9312. 
80- 50 FR 16935. June 2&108S, unl- 

otherwk noted. 

6 1230.1 &ope of put.  
This pert provides stsndsrds for 

u lng  micrographic technolopy in the 
creation, use. 6tOra8e, retrieval, preser- 
vation, md dtsposition of Federal 
records. Agencies rhould rbo consult 
41 CFR Subpart 201-45.1 for 08A re- 
qutrementa relating to duographic 
records management progrmna. 

# 1230.2 Authority. 
As provided in 44 U.S.C. Chapters 29 

md 83. the Archivid of the United 
%t.W b a ~ t h o M  to W b l b h  W d -  
udr for the p h o ~ h i c  md micro- 
graphic production md reproduction 
of record6 by PWerrl8genciea with a 
vlew to dimo6aI of the or igkd 
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records; to establish uniform stand- 
ards within the Govenunent for the 
storage, use, and disposition of proc- 
essed microfilm records; and to eatab- 
Ush, maintain, and operate centralbed 
microf ilming services for Federal agen- 
cies. 

For the purpose of this part. the 
folllowfng deflnitlons shall apply: 

Atchivd microfilm. Silver halide 
microfilm meeting the requirements of 
Federal Standard No. 125D. Mlm. Pho- 
tographic and Film, Photographic 
Processed (for permanent records use); 
American Natlonal Standards Insti- 
tute (ANSI) Standard PH1.25-1984 
safety Photographic Mlm, Specifica- 
tion for; PH1.28-1984 Photographic 
Mlm for Archival Records, Silver 
Gelatin Type on Cellulose Ester Base, 
Specifications for; PH1.41-1984 Photo- 
graphic Film for Archival Records, 
Silver Gelatin Type on Polyester Base, 
Specifications for; when tested by 
ANSI Standard PH4.8-1984, Methyl- 
ene Blue Method for Measuring TNo- 
sulfate and Silver Densftometric 
Method for Measuring Residual 
Chemicals in Mlms, Plates, and 
Papers; and stored in accordance with 
ANSI Stardard PH1.43-1983, Storage 
of Processed Safety Photographic 
Film, Practices for. 

Computer Output Microfilm (COM). 
Microfilm containing data produced 
by a recorder from computer generat- 
ed signals. 

Facility. As area set aside for equip. 
ment and operations required fn the 
production or reproduction of micro- 
forms either for internal use or for the 
use of other organizational elements 
of the Federal Government. 

Microfilm. (a) Raw (unexposed and 
unprocessed) film with characteristics 
that make it suitable for use in micro- 
graphics; 

(b) The process of recording mlcroi- 
mages on film; and 

tc) A fine-grain, high-resolution pho- 
tographic film containing an image 
greatly reduced in size from the orlgl- 
nal. 

Microform. A term used for any 
form containing microimages. 

Microimcrge. A unit of information, 
such as a page of text or a drawing, 

that has been made too mznll to be 
read without magnUicstion. 

Pemuanent m r d .  Any record (see 
definition in 44 U.S.C. 3301) thot has 
been dttumined by the Archim of 
the United 8tatea to b v e  mffident 
Utorical or other value to warrant !ta 
continued  ree em ti on b r  the Govern- 
ment. 

Unrcheduted ncofilr. Any record 
that ha8 not been apprrrised by NARA. 
i.e., a record that has neither been ap  
proved for dbpxal nor designated as 
permnnent by the Archivist of the 
United Stab.  

Subpart A-Standards for Croatlon of 
Microform R d s  

ff 1230.10 Authoriutioa 
(a) Agencies proposing to mimfilm 

permanent records or unscheduled 
records shali submit Standard m r m  
(SF') 115, Request for Records Disposi- 
tion Authority, in accordance with 
Part 1228 of this chapter. The SF 115 
shall provide for the d i s w t i o n  of 
or&fnal records and microforms. 

( 1) Agencies proposing microf llming 
methods and procedures meet- the 
standards in 11230.14 shall include on 
the SF 115 the following certification: 
"This certifies that the records de- 
scribed on this form will be micro- 
filmed in accordance with the stand- 
ards set forth fn 36 CFR Part 1230." 

(2) Agencies having proposed micro- 
filmine method8 and procedures that 
do not meet the standards in # 1230.14 
ahall include on the SF  115 a descrip 
tion of the system and 6tandards pro- 
posed for use. 

(b) The approved retention period 
for temporary records shall be applied 
to microform copies of those records; 
the orfelnal records shall be destroyed 
upon verification of the microfilm, 
unless legal requirements preclude 
early destruction of the origin&. 
NARA approval is not required prior 
to implementation of this provision. 

tc) Agencies proposing to retain and 
store the silver original microforms of 
permanent records after disposal of 
the o14gInfb.l records shall include on 
the SF 115 a statement that storage 
conditions shall adhere to the stand- 
ards of # 1230.20. Such agencies shall 
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also indicate when the first inspection 
of microfilm required by Q 1230.22 wfll 
be conducted. 

6 1230.12 Prepamtion. 
(a) The integrity of the orkinal 

records authorkd for dlsgosal shall 
be maintained by ensuring that the 
origfnal microforms are adequate mb- 
stftutes for the original records and 
serve the purpose for which such 
records were created or maintained. 
Copies shall be complete and contain 
all record intormation shown on the 
oriolnals. 

(b) The records shall be m-rarwed, 
identified, and indexed so that any in- 
dividual document or component of 
the records can be located. At  a mini- 
mum, the records shall include infor- 
mation identifyfne the agency and or- 
ganization; the title of the records; the 
number or identifier for each unft of 
film; the securlty claslfication, if any; 
and the inclusive dates, names, or 
other data identifying the records to 
be included on a unit of film. 

6 1230.14 MicroNming. 
(a) Film stock stundardk The film 

stock used to make microforms of per- 
manent records for the purpose of dis- 
posal of the original shall conform to 
Federal Standard No. 125D and be on 
safety-base Ernanent record film as 
specihed in ANSI PH1.25-1984, Safety 
P h o t o m ~ h i c  Fllm. SWications for: 
 PHI.^^-198% ~ h o t o g i p ~ c  ~l lm for 
Archival Records, Silver Gelatin TyOe 
on Polyester Base, Specifications for; 
and teeted according to PH1.29-1971. 
Curl of Photographic Film, Methods 
for Detenninlng the; and PH1.31-1973, 
Brittleness of Photographic Film, 
Method of Determining the. Proce- 
dures for testing are covered in Feder- 
al Standard No. 170B, Fllm Photo- 
graphic, Black and Whlte. CLassltica- 
tion and Testing Methods, which cites 
ANSI standards. To ensure protection 
for ~ermanent records, agencies ueine 
mi&film systems which do not 
~roduce silver halide oripinaZe meetine 
ihese standards shall submit with the 
SF 115 required by 8 1230.10 a ached- 
ule for the production of silver dupll- 
c a b  meeting the &andards. 

(b) Zndcz plac-t. AU indexes, 
registers, or other find.ing alds, if 

microfilmed, 8hall be placed in the 
first fr8mes at the beglmhg of a roll 
of fllm or in the kst framea of a 
microfiche or microfilm jacket. Com- 
puter-generated microforrrm ahall have 
the indexes following the data on a 
roll of film or in the last !runes of a 
microfiche or mfcrotilm jacket. Other 
index loations map be used only if 
dictated by rpedal &stem c o d t s .  

tc) M n a l  vennanent mtcmfl2m 
ncordk 8-i6tUm-th.t produce o&ina 
permanent records on microfilm with 
no paper 0- e.0.. COM, shall be 
designed so that they produce micro- 
film which meets the standards of this 
6ectioXL 

(dl MicnvUm proc&ng. (1) Micro- 
forms of permanent records where the 
origtnal wlll be disposed of shall be 
processed so that the &dual thiosul- 
fate ion Concentration will not exceed 
0.007 grams per meter in a clear area. 
Agencies or services that conduct tests 
for Federal agencies shall meet thie re- 
quirement by performing the methyl- 
ene blue test lrpecttied In ANBI PH4.8- 
1984. 

(2) If the proassiag is to be of the 
reversal type, it ahall be full photo- 
graphic reversal; 1.e.. develop, bleach. 
expose, develop, fix. and wash. 

(el Q w l i t y  rtrmdanls. (1) The 
method for d e t e n d n h  minlmum res- 
olution on microforms of source docu- 
ments shall conform to the Qualfty 
Index Method for determinlnp resolu- 
tion and anticipated losses when dupli- 
cating as described in the Associatfon 
for &ormation and Imaee Manage- 
ment (AIIM) Recommended Practice 
MS104. 

(1) For permanent records, a Quality 
Index of five is maulred at the third 
generetion level. 

(ill For nonpermanent records, a 
Quality Index of five is required at the 
level of the rrpecific number of genera- 
tione used in the system. 
(ill) Resolution tests shall be per- 

formed using the NB8 10108 Mtcro- 
mpy Resolution Teat Chart or equal 
and the patterns will be read f o l l o ~  
the iastructions provided with the 
chart. 

(iv) The character used to determine 
the height used in the Quality Index 
formula shsll be the 6malleat charoc- 
ter used to displey record f n f o ~ t i o a  
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CFR Ch. XI1 (7-1-86 W W )  

(2) The backmound photomphic 
densities on microforms shall be ap- 
propriate to the type of documents 
being filmed. Recommended back- 
ground densities are as  follows: 

The procedure for density measure- 
ment is described in AIIM Recom- 
mended Practice MS104-1972. 

(3) Computer Output Microforms 
shall meet the AIIM Standard MSI- 
197 1, Quallty Standards for Computer 
Output Microfilm. 

(f Memforms and f o m t s .  (1) The 
following - formats are mandatory 
standards for microforms produced by 
or for Federal agencies: 

(1) The formats described in ANSI 
Standard MS14-1978, Specifications 
for 16 and 35mm Microfilms in Roll 
Form, shall be used for microfllmFne 
source documents on l6mm roll film. 
A reduction ratio of 24:l shaU be used 
whenever document a- permits. 

(ii) The formats desrrited in ANSI 
Standard MS14-1978, Byecifications 
for 16 and 35mm Microfilms in Roll 
FFLm, shall be used for microfilming 
source dncuments on 35mm roll film. 
When microfllmlng on 35mm film for 
aperture card applications, format 2 
prescribed in MXL-STD 399A, Military 
Standard Microform Fonneta, shall be 
mandatory. 
(iii) Format 3 prescribed in MIL 

STD 3994 shall be used for aperture 
cards. 

( lv)  For microfilming source docu- 
ments on miuoflche, the formots pre- 
scribed in MSL-STD 399A and the 
standards and specifications refer- 
enced therein shall be u8ed where ap- 

propriate for the dr;e of document& 
being filmed. 

(9) Mandatory l%deral COM fonnat 
6tandrvds are c&t.Lned in Federal In- 
formation - Standards 
(FIPS) Publlation ~ u m k r  54. 

(2) The outaide dimendom for 
microfilm jackets ahall be 
148.00+0.00-1.00mmx 106.00+0.00- 
0.76mm. 

(g) ddicmfllm dupricatinq. The pro- 
duction of more than 260 duplicates 
from an orlqtnal microform. te., one 
roll of microfilm 100 feet in length or 
one microfiche, requlrea the approval 
of the Joint Committee on Printing, as 
set forth in the Oovernment Printing 
and Binding Regulatfone. Ilrlminlntra- 
five records and 8cmuntlng reports 
are exempted from thfa requirement. 

Subpart B-Standards for tho Mainto- 
nonce, UH and Disposftion of Mi- 
asform R.tords 

6 1230.20 SLoryc. 
Nonpermanent microform records 

can be safely maintained under the 
same conditi& as most paper records. 
The followfnn standards as mxified in 
ANSI ~111.434983 are reiuired for 
storin8 permnnent record microforms: 

(a) RoU fonn. Microforms stored in 
roll form 8hall be wound on cores or 
reele made of n o n c o m  materials 
mch as nonferrous metals or inert 
plastics. Other metals may be used 
provided that they are coated with a 
corralon-redatant iinlsh. Plastics and 
coated metals that may exude fumes 
during oto-e ahall not be used for 
coniinlng film on mle or cores. If 
paper ban& are wed, the paper shall 
meet the rpedtications of ANSI 
PHl.63-LOW. 

(b) S t o m  conbitrtra. 8towe con- 
tPlnem for microforms ahdl  be made 
of inert material8 mch rs metal or 
plaatic. Containers made of paper 
products ahould be avoided unless the 
conditions prescribed in ANSI Stand- 
ud PH1.63-1084 are met. The contain- 
em ahall be closed to p r o m  the mi- 
croforms from envfmnn~ental impuri- 
ties .nd improper humidities. 

tc) Stotcrgc roomr Storroe mms or 
multd for archival microforms lrhall be 
fire-mistant and must not be u6ed for 
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